How to Add/Remove and Update Roles for Filing
Member
My Plan Administration Account (My PAA)
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How to Add/Remove/Manage Roles

Login
» From the Home Page, click on the Plosse og 1 o contnue
"Log in or Sign up" button to log in. ‘
» Enter your Username into the field
labeled “Username” on the My PAA
log in pop-up B
» Enter your Password into the field R ————
labeled "Password."

» Click on the "Log in" button.
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How to Add/Remove/Manage Roles

£ Home Page Ask @ Question
PBCC g .

Plan List Page
We're here to help

» Once you have logged in, click on the pocr________________________________________ |
“Plan List” icon or link from the Home
Page.

» From the Plan List Page, click on the ?:5
“Plan Details” link for the plan you
would like to manage.

Create New Plan / Add Existing Plan Plan List In-Process Upload Filings View Upload History

PQENING!!! WARNING!! WARNING!!!

Plans in your My PAA Account

Show 10 s entries Search

Last Filing
D Plan ID EIN PN Name Update h

248118 729175 953174837 002  TEST AND SERVICES PENSION PLAN 09/08/2021 w
248487 2429567 333666992 369 Test Test Test 07/01/2021 w m
248456 2377551 452615050 002 Testing EIN PN blank issue 06/29/2021 w w
248416 86264 23456789 | 001 SPECIAL NON-PREMIUM TRANSACTIONS 06/11/2021 w m

ngéc Showing 1 to 4 of 4 entries First - Lot 3
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How to Add/Remove/Manage Roles

Plan Details Page Plan Details

. . Plan ID: 729175 Plan Effective Date: 01/01/1987
} From the Plan Detalls Page1 CIICk on Plan Name: TEST AND SERVICES PENSION PLAN Coverage Date: 01/01/1987
the “Manage Roles” Iink beIOW the EIN: 953174837  PN: 002 Adoption Date: N/A
. ’ . Plan Status: Active Plan Sponsor: AIRBUS U.S. Space & Defense, Inc.
Plan Contact Details section, or the
edit pencil in the Team Members
section
PLAN ADMIN DETAILS PLAN CONTACT DETAILS
» Please note that you may only
add/remove filing team members or
update the roles of f|||ng team Create Filing I Manage Roles I Account History, Payment Voucher
members as a Flllr\g Coordinator. Submit Request Check Status of Request View Correspondence

Team Members

Show 1p 3 entries Search
Disable
Filing Last Send
Status Office Login Notifica
Contact ¥ Roles Emails? Email Address Phone Date tion
JOSEPH LEMELIN Filing Coordinator | Plan Admin Rep | Filing (O pbgc_51106@invalid.com (617) 695-444 m}
Preparer | Payment Preparer | Upload
e
EEEE——
JOHN SMITH Filing Coordinator | Fiing Preparer ] pbgc_58479@invalid.com (222)222-0222 | 09/08/2021 O
———
CYNTHIA HANNAN Filing Coordinator | Actuary | Filing Preparer | [ pbgc_52949@invalid.com (617) 695-4589 ]

Payment Preparer
v Showing 1 to 3 of 3 entries First - Last
Plg(%C
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How to View All Active Practitioners Associated with the Plan

Role Management Page

View Active/lnactive Filing =
Members -

» A list of all active filing
members associated with this Role Managemen
plan will be displayed (this is Publshed 01/19/2020 0417 PM | Updates
the default view) on the # MR Manage Plan Roles L
Manage Plan Roles Page. Plan Name: st Pl

» You can view all associated
filing members, including
inactive members, by changing

Filter:

the “Filter” dropdown to “All.” _

» Once the appropriate filter has N ) N
been selected, click the “Next” Coordina..._admin Preparer _ Disabled?
button SR T R R
' e or o 8T 8 om o= 8=
(=]

£
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How to View All Active and Inactive Practitioners Associated with the Plan

Role Management Page

View Active/lnactive Filing
Members

» Active filing members have
at least one role associated
with their account for the
corresponding plan (i.e., one
“Yes” radio button is
selected).

» Inactive filing members do
not have any roles
associated with their
account for the
corresponding plan (i.e., the
“No” radio button is selected
for all roles.

*Note: Inactive Practitioners will
no longer be associated with the
Plan and will not receive any sort
of email/notification from PBGC
relating to the particular plan.
O\
PBGC
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Pg‘é‘{ Home Page

Ask a Question

# Manage Plan Roles

Manage Plan Roles

Plan Name: Test Plan
EIN/PN: 1111111117 111

assigned roles are d

e that you wish to add a new t
] page.

Upload

Name Preparer
DAVID MOSS ® Yes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
MNo MNo ® No Ne Ne Ne No ® No
® Yes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
Mo Mo ® MNo No No No No ® MNo
Logan Smith Yes Yes Yes Yes Yes Yes Yes Yes
® No ® No ® No ® No ® No ® No ® No ® No
Do you want to add a new team member?
() Yes
(®) No




How to Add Practitioners to a Plan

Role Management Page

e 1) ome Page sk a Question Search... johndoe@t... =
Add a New Filing Member [ == ¢ -

» To add a new filing
member, select the “Yes”
radio button to the
question, “Do you want to
add a new team member?” 7 MR Manage Plan Roles
and click the “Next” button. EPNe 1

Role Management

whe.

Filter:

Al v |

Filing Plan Filing Payment

Coordina.. Admin Preparer Preparer Disabled?
DAVID MOSS ® Yes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
Neo Mo ® No No No No Mo ® No
® YVes ® Ves Yes ® Yes ® Yes ® Ves ® Ves Yes
No No ® No No No No No ® No
Yes Yes Yes Yes Yes Yes Yes Yes
® No ® Mo ® No ® No ® No ® No ® Mo ® No

Do you want to add a new team member?

Cancel
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How to Add Practitioners to a Plan

Role Management Page

Add a New Filing Member

» Enter the First Name, Last Name, and Email Address of the member you want to add to the plan, and then
click the "Next" button.

& _  Home Page Ask a Question Search... -
PBGC d =

Add New Team Member

LU LUl Ddatec £lL sl Al

# Manage Plan

Manage Plan Roles
Roles

Plan Name: Test Plan
EIN/PN: 111111111 / 111

New Team Member Information

First Name Last Name

Email Address

AN
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How to Add Practitioners to a Plan

Role Management Page

Add a New Filing Member

» If you arrive to this page and know that the filing team member you wish to add to the plan already has a My PAA account, click on
the “Back” button and ensure you have entered the correct First Name, Last Name, and Email Address that is associated with their
My PAA account. Then skip to slide 11.

» If the filing team member does not have a My PAA account you can get the process started for them by selecting the “Yes” radio
button, and then clicking the “Next” button.

» If the filing team member does not have a My PAA account and you do not wish to start the process of creating their My PAA
account, select the “No” radio button and click the “Next” button to exit the process.

& Home Page Ask a Question Search... _
PBGC . a

ember

Add New Team

Ui £ULU Lo Paated Us/u iy UL usal AN

v ;’Ialnage Plan New Practitioner Information
oles

Plan Name: Test Plan

# MNew Practitioner
EIN/PN: 111111111 / 111

Information

The Name and Email Address provided do not match an existing My PAA account. If you would like to create a new My PAA
account for John Paul Doe, click Yes below, populate the requested data about the new team member, and select Next. Upon
submission an email will be sent to JPTestEmail@ggmail.comm providing them instructions on how to access their new online
account. If you believe you have entered incorrect information about the new team member, select Back to make any needed
updates or select No and Next to exit this process.

() ves

(e

P
PBG 9
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How to Add Practitioners to a Plan

Role Management Page

Add a NeW Flllng Member Pg‘é\,c Home Page Ask a Question _
» If the filing team member does
not have a My PAA nt an
othave a My account and Add New Team Member
you Choose to start the proceSS Published 01/20/2020 11:32 PM | Updated 03/071/2021 10:40 A
of creating an account for them,
provide their office phone v ;”j:jge Flan New Practitioner Information
H H #  New Practitioner Plan Name: Test Plan
number and extension (If formtion EIN/PN: 111111111/ 111
applicable), then click the “Next”
button. oot Jah ol Doa, ik 1o bclov st e eqseced ats oot e tom b et et Upon

submission an email will be sent to JPTestEmail@ggmail. comm providing them instructions on hew to access their new online
account. If you believe you have entered incorrect infermation about the new team member, select Back to make any needed
updates or select No and Next to exit this process

(@) Yes
(no

Email:

| JPTestEmail@ggmail.comm |

First Name:

| John Paul |

Last Name:

| Doe |

Office Phone:
—— | (951) 357-4560 |

Extension:

—b| 214 |

AN
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How to Add Practitioners to a Plan

Role Management Page

Add a New Filing Member

» Assign the appropriate roles to the
new filing team member by
selecting the “Yes” radio button for
the corresponding role.

» If you do not wish to grant the new
filing team member with a specific
role, select the “No” radio button for
the corresponding role.

Please ensure every role is answered
with either “Yes” or “No,” then click the
“Submit” button.

» Once the request has been
submitted, the new filing team
member will receive an automated
email (to the email address you
provided) from My PAA with
additional instructions on how to
complete their account creation.

AN
PBGC
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I’g%( Home Page

Add

Published 01/20

+ Manage Plan
Roles

Information

# New Team
Member

New Team Mem

Ask a Question

N

ber

Upcated Us/U1/ 202

New Team Member

Plan Name: Test Plan
EIN/PN: 111111111 /111

+  New Practitioner

Plan
Admin

Plan
Admin Rep Actuary

Filing
Coordina...

Filing
Preparer

Payment
Preparer

Upload
Preparer

John Paul Doe

) Yes

) Yes

() Yes () ves () ves () ves () Yes

No (@1 (o ( Ino I no (@) (o

8 Home Page

PBGC

Published 01/20/2020

Add New Team Member

+ Manage Plan
Roles

+ New Practitioner
Information

+  New Team
Member

# Interview
Complete

Ask a Question

Search....

Interview Complete

Plan Name: Test Plan
EIN/PN: 111111111 /111

This account has been successfully creatad. An automated email has been sent to the provided email address containing
instructions for them to access their newly created My PAA account.

Please return to the|Manage Roles|page to make any further changes to your filing team.

Back to Plan List

11




How to Add Practitioners to a Plan

Role Management Page

M
PBGC

Add a New Filing Member
>

Home Page Ask a Question

After submitting the request
for the addition of the new
filing team member, return to
the Manage Plan Roles
Page to view the update.

Published 0

# Manage Plan Roles

Cancel

Role Manag

ement

poated U3 J =Reis

Manage Plan Roles

Plan Name: Test Plan
EIN/PN: 111111111/ 111

Note: The current

the roles for an ex

Filter:

Currently Active

DAVID MOSS

No No ® No No No No Mo ® No

® Yes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
No No ® No No No No Mo ® No

JOHN PAUL DOE ® Yes Yes ® ‘fes ® ‘es ® Yes ® Yes ® Yes Yes
No ® No Mo No No No Mo ® No

Do you want to add a new team member?

AN
PBGC
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How to Remove Practitioners from a Plan or Remove a Plan from your My PAA Account

Role Management Page

RemoVIng a Filing Team ngac Home Page Ask a Question
Member/Plan from your My PAA
Account
) ) N Role Management
} If you Want to Inactlvate a_ flllng team Published 0 9/2020 04:17 PM Updated 03/18/2021 08:38 AM I}
member or remove a plan _from your 4 Vo P50 Manage Plan Roles
account, remove all associated roles: Plan Name: Test Plan

EIN/PN: 111111111 /111

— Check the “Update Roles”

checkbox for the corresponding
filing team member. ienyoues

— Select the “No” radio button for all =
listed roles.

} ThIS actlon WI” trlgger a Warnlng ® ves ® ves Ves ® ves ® ves ® Ves ® ves : Ves .
indicating that this will inactivate the e 0= o= o= o o e o-
filing team member from the plan. Commarr— ] o e e e e e e

g H 73 1] . p . - - “ |®N° @m @NO @No @No @Na @No ® No
- CIICk the NeXt bUtton If you WISh * You are about to inactivate JOHN PAUL DOE from the plan. If this is in error, please add at least one permission to the team
to continue with the action member above.

Do you want to add a new team member?

— Click the “Cancel” button if you
wish to keep the filing team
member associated with the plan
and keep all their corresponding
roles the same.

AN
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How to Remove Practitioners from a Plan

Role Management Page
Removing a Filing Team

7
PB

Member 3

» After submitting the request to
remove the filing team member
from the plan, return to the
Manage Plan Roles Page to
view the update.

— Reminder: You will still be
able to view all previously
associated practitioners by
changing the filter to “All,”
which will include all inactive
filing team members.

» If you are removing yourself
from a plan, once you set all the
radio buttons to “No” and click
the “Next” button, you will no
longer be affiliated with the plan
and you will not be able view
any plan information via My
PAA.

Ask a Question

Role Management

Maznage Plan Roles

#

Updated 03/18/2021 08:38 AN

Manage Plan Roles

Plan Name: Test Plan
EIN/PN: 111111111/ 111

add ar

when you select Next' you will be prompted to input the new team member

Filter:

Currently Active W

Update Filing

Roles Coordina.. Admin

DAVID MOSS ® Yes ® Yes
No Mo

MNo Mo

Do you want to add a new team member?
() ves
(®) No

® Ves

Payment Upload
Preparer Preparer Disabled?

L= ® Yes
Mo

® Ves
Mo

AN
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How to Update/Manage Roles of a Practitioner for a Plan

Role Management Page

Update Filing Roles

» If you wish to update the roles of
an active filing team member,
simply click the “Update Roles”
checkbox, and then assign the
appropriate roles to the filing team

PBCC t -

Role Managemen

# Manage Plan Roles Manage Plan Roles

Plan Name: Test Plan

member by selecting the “Yes” EINPN: 11111111111
radio button for the corresponding
role.
. when you select Next' you will be prompted to input the new team member’s infors
» If you wish to remove a role from
a specific filing team member, '
select the “No” radio button for the Update | Fiing : Upload
. Roles Coordina... Admin R Actua Pi rer P rer P rer Disabled?
corresponding role. 5. 6 e 0 06 0 0 8.
> Please ensure every role is [ & P80 80 S 0 80 3w & v
answered with either a “Yes” or [owem & ] 8% 3o Sw Iv 3w Gv S .w
“No,” then click the “Next” button. i ) B
» You may edit the roles for multiple o
team members at one time by =
clicking the “Update Roles” =
checkbox for everyone you'd like
to update.
30
PBGC 15
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How to Update/Manage Roles of a Practitioner for a Plan

Role Management Page
Update Filing Roles

Team Members

Show 41p =« entries

» After submitting the - Search.
request to update the roles
of the filing team ot ” | o Email Address ofce Prone
member(s) you will be SR | Filing Coorainator | Plan Admin Rep | Actuary davis.ashley@pbge.gow (148) 7886955
redirected to the Plan i Filing Goorcinator | Fing Preparer | Payement Preparer | Upload Preparer | Johncoegatestematlcom
Details page, where you AV eEs | Filing Coordinator | Plan Admin | Actuary | Filing Preparer | Payment Preparer moss.david@pbge.gov

| Upload Preparer

can see the updates in the
Team Members section
(top image).

Role Management
} YOU may aISO VIeW the # Manage Plan Roles Manage Plan Roles
UpdateS On the Manage Plan Name: Test Plan
EIN/PN: 111111111 7 111
Plan Roles Page (bottom
image).

igned roles are displayed below. To update the roles for an existing t

add an add
when you select Next’ you

Filter:

Currently Active b

Filing i il Upload
Coordina... Admin Preparer Preparer Preparer i £
DAVID MOSS ® Yes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
Mo Mo ® No Mo Mo No Mo ® No
* o ves es Yes Yo eves  eve  ®ves Yes
No ® No ® No ® No No No No ® No
* Logan Smith ® Yes Yes ® Yes ® Yes Yes Yes Yes Yes
No ® No No No ® No ® No ® HNo ® No

, ‘\ Do you want to add a new team member?
PBG‘ l_l Yes
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